CALIFORNIA DEPARTMENT OF AGING

SENIOR FARMERS' MARKET NUTRITION
PROGRAM - 2004

TOOL KIT CONTENTS

I. POLICIES AND PROCEDURES

A. SFMNP Receipt, Distribution, and Accountability (pages 2-9)
(Forms: CDA-SFMNP-301,#1 SFMNP forms #2- 3)

B. SFMNP Participant Education (pages 10-15)
« Web Sites for Information on Fruits and Vegetables
o Sample Information Sheet
e Nutrition Education Handout
o« SFMNP Participant Survey

C. SFMNP Complaint Procedures (pages 16-17)
(SFMNP CDA form #5)

Il. Web Site for Finding a California Certified Farmers’ Market:
http://www.cafarmersmarkets.com
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CALIFORNIA DEPARTMENT OF AGING

Senior Farmers’ Market Nutrition Program (SFMNP)
Coupon Receipt, Distribution, and Accountability

Policy

The AAA is responsible for the accountability of all SFMNP coupon booklets received
from the California Department of Aging (CDA) until the coupon booklets are either
distributed to eligible participants or returned to CDA.

1. By accepting the | SFMNP coupon booklets and signing the CD-SFMNP- 301, the
AAA agrees to all the policies and conditions of participation in the program.

2. The AAA shall appoint an individual as the SFMNP Coordinator for their agency who
will be responsible for the receipt, distribution, and accountability of the SFMNP
coupon booklets. The AAA shall furnish CDA with the name of this individual.

3. The AAA assures that when multiple programs are used to distribute the SFMNP
coupon booklets, e.g., congregate meal sites and the Brown Bag Program, that no
eligible participant receives more than one SFMNP coupon booklet.

4. The State reserves the right to assess the local AAA the cost of SFMNP coupons
redeemed by ineligible persons, lost, stolen, or otherwise unaccounted for.

Coupon Handling and Distribution
A. AAA receipt and distribution of coupon booklets

1. Shipments of StayWell SFMNP coupon booklets are sent directly to the AAA from
the printer and will include a packing label that indicates the sequence numbers of
the coupon booklets included in the shipment.

2. The original of the CDA-SFMNP-301 must be returned to the CDA Senior Farmers’
Market Manager within 15 days of receipt of the SFMNP coupon booklets. A copy
of the form is to be kept on file by the AAA. The address of the CDA Senior
Farmers’ Market Manager is:

California Department of Aging
Senior Farmers’ Market Manager
1600 K Street

Sacramento, CA 95814

3. Upon receipt of the SFMNP coupon booklets, the AAA must certify the total

number received and sequence number of the coupon booklets, and complete a
SFMNP Coupon Control Log, SFMNP #2 (sample attached).
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4.

5.

The local AAA SFMNP Coordinator is to maintain the SFMNP Coupon Control Log
(SFMNP #2) for all coupon booklets issued to a provider. This form is meant for
internal control between the AAA and the service providers who issue coupons to
the participants.

e The SFMNP #2 form must include the date the coupons were issued to the
provider, the provider name, and coupon booklet sequence numbers.

e The service provider must sign the SFMNP #2 form to acknowledge receipt of
the coupon booklets.

e The AAA is to retain the original copy of the SFMNP #2 form on file and furnish
a copy of the form to the service provider.

e The AAA is responsible for monitoring the providers for excess/unused SFMNP
coupon booklets and for returning these booklets to CDA as directed.

e The AAA shall return all voided, expired, or disfigured SFMNP coupon booklets
to the CDA Farmers’ Market Manager via secured mail.

At the end of the 2004 market season, the AAA is responsible for notifying CDA of
the total number of SFMNP coupon booklets distributed by all providers.

B. Distribution of SFMNP coupon booklets by Service Providers

1.

SFMNP coupon booklets shall be distributed to eligible participants within 30 days
of receipt from the AAA. Coupons can be redeemed through November 30, 2004.

. Each participant will receive one booklet worth $20, made up of ten $2 coupons.

The service provider distributing the coupon booklets must complete the SFMNP
Coupon Issuance Log (SFMNP #2) (sample attached). The following information
must be completed:

The AAA number and service provider name.

The location of the distribution/issuance site.

The date the SFMNP coupon booklet was issued to a participant.
The coupon series number issued to each individual.

Printed name and signature of participant receiving a coupon booklet.
The type of nutrition education provided (lecture or handout).

The original of the SFMNP # 3 form is sent to the AAA and the service provider is
to keep a copy of the form.

The service provider is responsible for returning all unused coupon booklets to the
AAA, in a timely manner, in order to facilitate their redistribution.
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6.

The service provider is responsible for notifying the AAA of the total number of
StayWell SFMNP coupon booklets distributed.

C. Security of SFMNP coupon booklets

1.

2.

The AAA and service providers are responsible for the security of the SFMNP
coupon booklets at all times. The coupons are to be treated as if they are cash.

Security of the SFMNP coupon booklets must include the following:
e The SFMNP coupons are to be stored in a secure (locked) file.

e SFMNP coupon booklets are not to be left unattended when they are
distributed to participants.

e Access to the coupons shall be limited to authorized AAA/service provider staff.

D. Lost/Stolen SFMNP coupon booklets

1.

The AAA and service providers are responsible for reporting lost or stolen SFMNP
coupon booklets.

. Lost or stolen coupons will not be replaced.

Reporting of lost or stolen booklets must include the following:

When a service provider discovers that a series of SFMNP coupon booklets are
lost or stolen, they are to immediately notify the AAA. The AAA Farmers’ Market
Coordinator shall notify the participating farmers’ markets. The AAA must
complete the SFMNP Lost or Stolen Coupon Booklets Report Form

(SFMNP #4) (sample attached).

If a participant reports coupons as being stolen or lost, this must also be noted on
the SFMNP #4 form.

The AAA must also document the lost or stolen booklets on the original
SFMNP Coupon Issuance form (SFMNP #3).

A copy of the SFMNP #4 form is to be sent to CDA Senior Farmers’ Market
Manager and the original retained on file by the AAA.

Page 4 of 17



E. Senior Farmers’ Market Nutrition Program Forms

The following table summarizes the distribution of the completed CDA-SFMNP-301

and SFMNP forms 1 through 4.

CDA AAA Provider
CDA - SFMNP - 301 (03/04)
Receipt of Senior Farmers’ -
Market Nutrition Program Original Copy NA
Coupons #1 Form
SFMNP #2 Form -
Coupon Control Log NA Original Copy
SFMNP #3 Form NA
Coupon Issuance Log Original Copy
SFMNP #4 Form
Lost or Stolen Coupon SFMNP Copy Original Copy

Booklets Report Form

The copies of the following forms are attached:

CDA-SFMNP- 301- #1 Receipt of SFMNP Coupons (page 6)
SFMNP #2- Coupon Control Log (Sample) (page 7)

SFMNP #3- Coupon Issuance Log (Sample) (page 8)
SFMNP #4- Lost or Stolen Report Form (Sample) (page 9)
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STATE OF CALIFORNIA DEPARTMENT OF AGING
CDA-SFMNP- 301 (04/03)

CALIFORNIA DEPARTMENT OF AGING

RECEIPT OF SENIOR FARMERS’ MARKET NUTRITION PROGRAM

COUPONS
To
Telephone Number:
California Department of Aging (916) 322-9184
Senior Farmers’ Market Manager
1600 K Street FAX Number:
Sacramento, CA 95814 (916) 324-4989
From
AAA: Telephone Number:
AAA SFMNP Coordinator: FAX Number:
Street Address:
City: Zip Code:
The AAA has received from the State of California (total Number) of SFMNP coupon
booklets, starting with serial numbers and ending with . The

coupons have a total redemption value of

Printed Name and Signature of AAA SFMNP Coordinator: Date

1, hereby certify that the AAA will comply with the policies and
procedures of the 2004 SFMNP.

Printed Name and Signature of AAA Director: Date

Send the original to the CDA Senior Farmers’ Market Manager. Keep a file copy.
SFMNP #1
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PSA #

CALIFORNIA DEPARTMENT OF AGING

SENIOR FARMERS’ MARKET NUTRITION PROGRAM

COUPON CONTROL LOG

Date

Number of
Booklets

Coupon Booklet
Sequence Number

Name of Provider Booklets
Issued To

Signature of Individual Receiving
Coupon Booklets

From:

To:

From:

To:

From:

To:

From:

To:

From:

To:

From:

To:

From:

To:

From:

To:

From:

To:

SFMNP #2
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PSA #:

CALIFORNIA DEPARTMENT OF AGING
SENIOR FARMERS' MARKET NUTRITION PROGRAM
COUPON ISSUANCE LOG

Site Location:

Provider:

Issue
Date

Coupon
Booklet
No.

Print Participant Name

Participant Signature
My signature verifies that | have not already
received this year's (2004) Farmers' Market
vouchers
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Nutrition Education Tool: Handout
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SFMNP #3

Attn: SFM Manager

CALIFORNIA DEPARTMENT OF AGING
SENIOR FARMERS’ MARKET NUTRITION PROGRAM
LOST OR STOLEN COUPON SFMNP BOOKLETS

REPORT FORM

INSTRUCTIONS

(1) Please call the CDA Senior Farmers’ Market Nutrition

Manager, at

(916) 322-9184 as soon as SFMNP booklet(s) are discovered missing.

(2) Complete this form to the best of your knowledge.

AAA completing the report:

Address:

Name of AAA Staff Reporting:

Telephone Number:

Sequence Numbers of missing SFMNP Coupons/Booklets:

Beginning Ending

Date discovered missing:

Please describe briefly the circumstance of how the SFMNP coupons(s) booklets(s) were

lost, or stolen.

Thank you for your assistance and continued support.

(3) Please send a copy of the completed form to:

California Department of Aging
Senior Farmers’ Market Manager

1600 K Street
Sacramento, CA 95814

(4) Keep the original on file at the AAA.

SFMNP #4
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CALIFORNIA DEPARTMENT OF AGING
Senior Farmers’ Market Nutrition Program (SFMNP)
Participant Education

Participant Information
SFMNP participants are to be provided nutrition education information related to fresh fruits and
vegetables and instruction on the proper use and redemption of the coupons. This information
is to be furnished by the AAA or the service provider distributing the coupon booklets.
A. Nutrition Education. It is suggested that, in addition to nutrition education materials related

to fresh fruits and vegetables, a class be presented on their use. This class can be counted

as a nutrition education presentation at congregate meal sites participating in the SFMNP.

B. Web Sites for Information on Fruits and Vegetables

http://www.aboutproduce.com

http://agingwell.state.ny.us/eatwell/index.htm

http://5aday.nci.nih.gov

http://www.fsis.usda.gov/oa/educator/educator.htm

http://www.5aday.com

C. Coupon Use
Participants are to be informed of the following:
e Coupons can be used only to purchase fresh fruits, vegetables, and herbs.
e Coupons cannot be exchanged for cash or other items.
e No change will be given by the Certified Farmers’ Market.
e Coupons are not transferable to another person.
e Coupons are not good at grocery stores.
¢ All coupons must be used by November 30, 2003.
e Lost or stolen coupons will not be replaced.

e Lost or stolen coupons must be reported immediately.
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e How to call the provider issuing the coupons if they are lost or stolen.
e To look for the “We accept SFMNP Coupons Here” flyer or sign.

e To ask the farmer (if they do not see the flyer/sign) if they are not sure the farmer
participates in the SFMNP.

e How to register a complaint about improper farmers and/or market practices.

D. Participant Materials - The following information and materials should be given to
participants in the SFMNP.

e Participant SFMNP information sheet (sample attached).
e Nutrition Education handout (attached).

e Location and hours of operation of the local Certified Farmers’ Markets participating in the
SFMNP.

e Sources of transportation, if applicable
E. Participant Survey

e CDA requests that a participant survey be conducted after the SFMNP is completed
(attached).

o Participation by the AAA is on a voluntary basis. The attached survey tool is to be used.

e Each AAA must include their PSA number on the form before copying for distribution to
the seniors.

e Completed surveys should be returned to the CDA Senior Farmers’ Market Manager for
tally.

The sample copies of the following forms are attached:
SFMNP Information Sheet (page 12)

Nutrition Education Handout (pages 13-14)
SFMNP Senior Survey (page 15)
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CALIFORNIA DEPARTMENT OF AGING

SENIOR FARMERS’ MARKET NUTRITION PROGRAM
INFORMATION SHEET

GENERAL RULES:

>

>

Coupons can be used only to buy fresh fruits, vegetables, and herbs.
Coupons cannot be exchanged for cash or other items.

No change will be given by the Farmers’ Market.

Coupons cannot be redeemed at grocery stores.

All coupons must be used by November 30, 2004.

Lost or stolen coupons will not be replaced.

If coupons are lost or stolen, or to register a complaint about this
program, please contact the SFMNP Coordinator, at

When shopping at farmers’ markets, please use coupons at stands
displaying a flyer or sign that states:

“We Accept SFMNP Coupons Here”

LOCATION(S) OF FARMERS’ MARKETS
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*

Fruits

Fruits * What to Look For Nutritional Value
Apricots Firm fruit with a pleasant smell; Good source of vitamins A

fairly firm or slightly soft to touch | and C

Cantaloupe Melons with a strong aroma, the | High in vitamins A &C, good
blossom end (opposite the source of folate, very low in
indented end where the stem sodium
used to be) should yield to gentle
pressure

Cherries Very dark color with smooth, Good source of vitamin A, C,
glossy skins, and stems attached | and fiber; sodium free

Grapes Well-colored plump fruit attached | High in vitamin C, sodium free

to pliable stems

Citrus Fruits —

Fruit that is heavy for its size,
with firm, blemish-free skin;

High in vitamin C and fiber;
sodium free

oranges, briaht-looki lor i
grapefruit, right-looking color in oranges
. and tangerines

tangerines

Kiwifruit Plump, unwrinkled fruit that gives | High in vitamin C, good
to gentle pressure source of fiber, potassium;

sodium free

Peaches, Rich-colored fruit that is slightly Good source of vitamin C

Nectarines firm or a little soft

Pears Rich-colored fruit that is slightly Good source of vitamin C and
firm or a little soft fiber; sodium free

Plums Fruit that has begun to soften High in vitamin C; sodium free

Strawberries Plump berries with bright red High in vitamin C; good
color and natural shine; caps source of fiber; sodium free
should be fresh green, and intact

Watermelon Whole melon that’'s symmetrical, | High in vitamin A and C; very

sounds hallow to thumping

low in sodium

All fruits are low in fat, cholesterol and saturated fat free.
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Vegetables

Vegetables*

What to Look For

Nutritional Value

Broccoli Bud clusters compact and dark | High in vitamin C; good
green with some purple tinge; source of fiber, folate,
stalks light green, and potassium, & vitamin A
consistent thickness

Carrots Well-shaped with firm smooth High in vitamin A, good
skin; vibrant orange to orange- | source of vitamin C, low in
red color sodium

Cauliflower Cream white, compact curds High in vitamin C, good
with bright green fresh and source of folate, very low
firmly attached leaves sodium

Cucumbers Firm, well-shaped, even dark Good source of vitamin C,

green color and uniform size

sodium free

Green Beans

Long, well colored dark green
straight pods, that should snap
easily when bent

Good source of vitamin C
and fiber, sodium free

Romaine Lettuce

Fresh, crisp and well colored,
dark green leaves

High in vitamin A, sodium
free

Mushrooms Fresh, well-shaped Sodium free
appearance, firm and free of
spots

Spinach Clean, fresh, fairly crisp leaves | High in vitamins A & C;

with good green color

folate, iron, good source of
fiber

Summer Squash

Firm with shiny, tender skin,
cylindrical, cream yellow;
zucchini dark green

High in vitamin C, sodium
free

Sweet Corn Green husks with silk ends free | Good source of vitamin C
of decay or worms. Ears and fiber, sodium free
should be evenly covered with
plump, consistently sized
kernels.

Tomatoes Bright, shinny skins and firm High in vitamins A & C;

flesh

good source of potassium
and very low in sodium

* All vegetables are low fat, and are cholesterol and saturated fat free.

2004 - Senior Farmers Market Nutrition Program

California Department of Aging
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CALIFORNIA DEPARTMENT OF AGING
SENIOR FARMERS’ MARKET NUTRITION PROGRAM

PARTICIPANT SURVEY
2004

Your input is valuable to help support the need for the Senior Farmers'
Market Nutrition Program.

1. Have you used Farmers’ Market Coupons before?
0 Yes 0 No

2. How many times did you go to a Farmers' Market last year?
0 Never 01-2 times [3-5 times L6 or more times

3. How many times did you use a Farmers’ Market this year?
01-2 times Q3-5 times 6 or more times

4. Did you use your coupons every time you went to the Farmers’ Market?
0 Yes 0O No

5. Did you use all of your coupons? 0 YesQ No

6. Did you eat more fresh fruits and vegetables because of the California
Farmers' Market Coupons? 0 Yes 0 No

7. What could we do to make it possible for you to eat more fruits and
vegetables?

Thank youl!
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CALIFORNIA DEPARTMENT OF AGING
Senior Farmers’ Market Nutrition Program
Complaint Procedures

The following steps should be taken regarding any complaints about the Senior
Farmers’ Market Nutrition Program (SFMNP). The SFMNP Complaint Form (SFMNP
#5) (sample attached) is to be completed by the AAA SFMNP Coordinator.

1.

The AAA SFMNP Coordinator, or other authorized individual, will interview the recipient (or
farmer) who has reported the problem to determine the nature of the problem as precisely as
possible.

If a problem should arise with an individual farmer at the Farmers’ Market, the complaint
should include the farmer’s name or his/her location within the market and the date and time
that the problem occurred.

The AAA SFMNP Coordinator should interview other recipients (or farmers) to
determine whether the problem is wide spread or occurred only once.

4. The AAA SFMNP Coordinator should contact the market sponsor to seek corrective action

keeping in mind that this group is volunteering its staff time to make this program successful.

The AAA SFMNP Coordinator should contact the California Department of Aging at (916)
322-9184 to report the problem, documenting the response you receive from the market
sponsor, and any suggestions you have to avoid the problem in the future.

The AAA SFMNP Coordinator should forward a copy of the completed complaint form to the
CDA Senior Farmers’ Market Manager:

California Department of Aging

Senior Farmers’ Market Manager (Attn. Linda Hodge)
1600 K Street

Sacramento, CA 95814

A sample copy of the SFMNP Complaint Form (SFMNP #5) is attached (page 17).
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CALIFORNIA DEPARTMENT OF AGING
SENIOR FARMERS’ MARKET NUTRITION PROGRAM

COMPLAINT FORM
Please complete the following complaint form and send a copy to the CDA SFMNP
Manager.
Date: Market Site Name & Address:

Type of Complaint: (Please check the appropriate box)

[ ] Customer [ ] Farmer [ 1 Other (Please specify)

Complainant’s Name: Telephone Number:

Complainant’'s Address:

Complainant Chooses to be Anonymous [ ]

Nature of Complaint: (Please be specific)

Eyewitness Accounts: (Please list name and phone number of each witness)

Did the Recipient Talk to the Market Manager? Yes No. If yes, what was
the Managers’ response/recommendations?

Name of the AAA SFMNP Coordinator handling the complaint:

Telephone Number:

Please retain the original and provide a copy to any involved service provider.

SFMNP #5
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